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GF will boost your PE“ 


* PRESTIGE FACTOR 


For a small fraction of 1% of your “‘fixed expense’ you can 
enjoy GF’S MODE-MAKER, America’s finest desk 


Working at a handsome, efficient GF 


Mode-Maker desk will make you feel 
better. You will accomplish more. 
It will increase your prestige or that 
of your company among clients or 
customers. 


The cost of a Mode-Maker desk, which 
will last a business lifetime, is relatively 
insignificant (less than 1%) when 
compared to the salary paid to the 
person who uses it over a 10-year period. 


Good metal business furniture is @ good investment 


Mode-Maker is America’s foremost line 
of desks. There are models for private 
and general offices and all of them are 
unusually eficient and handsome in 
appearance. 


Learn what a relatively insignificant 
investment in Mode-Maker desks can 
do for you and your office. Call your 
nearest GF distributor or write The 
General Fireproofing Company, Dept. 
M-19, Youngstown 1, Ohio. 
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MODE-MAKER DESKS 
GOODFORM ALUMINUM CHAIRS 
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You're bigger than you think 


Every now and then, our Editor gets a letter 
which reads something like this, “I like that 
system you describe on page 42 of your last is- 
sue. But that’s for a big firm. Can you suggest 
something similar for a company our size?” 

We've got a stock answer—“You’re bigger 
than vou think!” 

One company we know ol, lor example, with 
only 30 employees, has a business machine set-up 
similar to the ones you'll find in some giant cor- 
porations. It makes sense for them. Small as 


they are, they've adapted a big business tech- 


g 
nique—and saved money. 

Phat’s why we suggest that you forget any pre- 
conceived ideas about your size when you pick 
up a good idea from Management METHODs. In 
stead, ask yourself, “Will it reduce our over- 
head?” ‘Then, take one of these two easy-to-do 
actions: 

I. Use the handy Reader Service Card (post- 
age paid), bound into every issue of Manage- 
ment METHODs, for more information. 

2. Phone your local specialist’ in business 
equipment immediately, and ask him to show 
you the tools that can convert Management 
METHODS’ ideas Into money-saving systems. 

If you value your time and your company’s 
money, if you want to increase your own and 
your employee productivity—if you don’t want 
to forget—here’s help! 








WANT TO ORDER 


MANAGEMENT METHODS Magazine 
FOR OTHER MEN IN YOUR COMPANY? 
USE THE POSTPAID REPLY CARD BOUND 
IN THIS ISSUE. 
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The Registrator Platen's ‘jogging action’’ 
insures continuous . . . accurate .. . automatic 
. . . feed, alignment and registration of 
Standard’s Kant-Slip continuous forms on 


your writing machines. 


This exclusive combination of top quality. 
forms and device *(made for 473 different 
kinds, makes, models and sizes of machines} 
eliminates needless form-handling work 

and worry for operators. Production goes up 
—costs go down—through simplifying the 


writing process. 


Skilled form design adds other savings. 
Perhaps the procedure itself can be improved. 
Standard’s system analysis helps you 

realize all these opportunities for Paperwork — 
Simplification. 


Phone our local office. Or write The Standard 
Register Company, 104 Campbell St., 
Dayton 1, Ohio. 


© 


Standard Register 


BUSINESS FORMS 


4 Paperwork Simplification — 


(Circle 322 for more information) 
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Office folding 






The FH costs 
little more thana *%& 
standard typewriter 


Most of the folding jobs now 
being done by hand in your office 
can be done far more quickly and 
economically by this low-cost, 
portable folding machine. Even in 
the smallest offices, it has proved its 
great worth. 

With semi-automatic feed and 
electrically driven, it can accurately 
double-fold up to 5,000 pieces per 
hour. Can single-fold or double- 
fold sheets when stapled together. 
Altogether, it can make eight different 
basic folds, handling paper sizes from 
3 by 3 up to 8Y by 14 inches. 

Little larger than a typewriter, and 
it costs but little more. It is light and 
portable—can be moved about easily 


PITNEY-BOWES 


Folding Machines! 


Made by Pitney-Bowes, Inc. . . . originators 
of the postage meter . . . 93 branch offices, 
with service in 199 cities in U.S. and Canada, 
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... awfully easy 
and very fast! 





Easy! Fold sample sheet. Measure the 
folds on metal rule. Then... 





Move indicator knobs to widths wanted 
. And it’s ready to go! 


—and takes up little space. Any one 
can operate it. 

To set it for a job is as easy as 
tuning in a TV set...simply measure 
the folds wanted and adjust two 
knobs. (See illustration.) 

An FH Folding Machine could 
be a great help in your office. Why 
not have a demonstration? Call the 
nearest Pitney-Bowes office for a trial 

or send coupon for the free 
illustrated booklet. 


Fully automatic model : 
FM folds up to 19,000 Ss . 
sheets per hour. 





— 
Pirney-Bowes, INc. 

4571 Pacific St., Stamford, Conn. 

Send free booklet on Folding Machine to: 





I Name 
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How to avoid tax hazards 


in the sale of a corporation 








rHE AUTHOR: N. R. Caine, who handles this “Tax Tips” column in 
Management METHODs, is also the editor of « 
“Tax Pointers” which runs in newspapers ronaioat the United States. 

He ts the author of several books on income tax and war contracts and 
holds a C.P.A. certificate in New York, New Jersey, Pennsylvania and Cali- 
fornia. A member of the American Institute of Accountants, Mr. Caine is 
a senior partner in the public accounting firm bearing his name. 


i widely syndicated column 











Few business transactions share the 
same number of tax dangers as the sale 
of a corporation—few present the same 
business problems to both buyer and 
seller at the bargaining table. The 
business problem is to receive or pay a 
fair price for the corporate assets; the 
tax problem, to shape the sale to the 
form that will avoid the tax hazards 
that beset this type of transaction. If 
these tax hazards are not successfully 
circumvented by both parties to the 
transaction, the resulting tax bills may 
more than offset the economic benefits 
from the sale. 

From the viewpoint of the sellers, 
the problem may prove relatively sim- 
ple. ‘The owners-stockholders of a cor- 
poration will invariably fare better in 
any profit sale of their corporation if 
they make their stock—rather than the 
corporate assets—the subject of the 
sale. They will thereby fall heir to 
the favorable capital gains provisions 
with a minimum of trouble. Provided 
that they have held their stock for over 
six months, their profit on the sale will 
immediately be reduced by 50% for 
tax purposes. Not only this, but they 
will also have the benefit of the limited 
maximum tax rate on long-term capi- 
tal gains. This “ceiling’’ rate means 
that they will be taxed at no higher 
tax rate than 26% on their profit, 
whether it is measured by thousands or 
millions of dollars. 

It is often not possible to shape the 
sale to this simplest of patterns. The 
buyers may wish to take direct posses- 
sion of the corporate assets and thus 
refuse to buy the corporate stock. If 


this form of sale is forced upon the 
sellers, the transaction will be compli- 
cated by the liquidation of the cor- 
poration and the prior distribution of 
the assets to the sellers. The sellers 
must then proceed with the greatest of 
tax skill and care if the sale is not to 
create two wasteful tax obligations for 
them where only ONE is necessary. 

If the buyers refuse to proceed on 
any other basis than the outright pur- 
chase of the corporate assets, the sellers 
should take careful note of the fact 
that the most wasteful pattern for this 
type of transaction is one in which the 
corporation undertakes the sale of the 
assets for its own account and forth- 
with distributes the sales proceeds to 
its stockholders. If the transaction is 
shaped to this pattern, it will create 
two tax payments: one against the cor- 
poration on its sales profits, the other 
against the stockholders on_ their 
liquidating dividends profits. The first 
of these taxes may be avoided com- 
pletely if the corporation is first liqui- 
dated, the stockholders then initiating, 
undertaking, and closing the sale for 
their own account. In this type case, 
the all-important thing to avoid is the 
creation of any foothold on which the 
taxing authorities can step to claim 
that a true analysis of the situation 
compels the conclusion that the cor- 
poration made the sale of its assets 
through the agency of its stockholders. 
It is dangerous under these circum- 
stances to initiate any negotiations for 
the sale of the corporate assets prior to 
its dissolution and the distribution of 
the corporate assets to the selling stock- 


methods 





holders. Failure to observe this pre- 
caution will lead inevitably to costly 
disputes and probable litigation with 
the taxing authorities with the possible 
outcome—two taxes instead of one. 

A few words of explanation will clar- 
ify the reasons for the single tax in the 
one case, the double tax, in the other. 
Ihis will necessitate an explanation of 
the tax effect of a corporate liquidation 
upon both the stockholders and the 
corporation itself. The tax law treats 
the liquidation of a corporation from 
the viewpoint of the stockholder in the 
same way as it does the sale of stock. 
The stockholder in effect turns in his 
stock to the corporation and receives in 
exchange for it his pro-rata share of 
the corporate assets. His profit on the 
transaction is measured by the differ- 
ence between the cost (or other tax 
basis) of his stock and the fair market 
value of the cash, securities, and other 
assets that he receives in the liquida- 
tion, The resulting profit is treated 
as a capital gain. It is important in 
this connection to note that the fair 
market values of the corporate assets 
which are distributed to the stockhold- 
ers, control in the computation of the 





Do Your Employees 
Read The 


Wrong Literature? 





Employee relations executives agree 
much of the literature employees read 
distorts their thinking about business. 
And literature distributed by the pay- 
roll enclosure method is often labeled 
“propaganda.” 


A Solution to the Problemn—To meet 
the problem, N. R. B. is establishing 
Information Rack Centers in plants 
and commercial establishments across 
the country. Through this method em- 
ployees select literature on a voluntary 
basis. Positive thinking is developed. 


The free booklet, 
How to Strengthen 
Employee Relations 
With Information 
Rack Centers, ex- 
plains how you 
may profit from 
this successful pro- 
gram. Send for it 
today. 


How TO 
STRENGTHEN # 
EMPLOYEE 
RELATIONS 








THE NATIONAL RESEARCH BUREAU, INC. 
421 N. Dearborn Street 
Chicago 10, Illinois 





(Circle 314 for more. information) 
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gain or loss. In this respect, book or 
accounting values carry no weight. The 
tax basis of the assets that a_stock- 
holder receives in the liquidation of 
his corporation is the fair market value 
which was assigned to them for the 
purpose of computing his gain or loss 
on the liquidation. 

itself realizes 
neither gain nor loss on the liquidation 
distribution. It matters not in this con- 


The corporation 


nection that it may distribute assets in 
liquidation which have materially in- 
creased in value since it first acquired 
them. To quote the official Income 
Tax Regulations: ““No gain or loss is 
realized by a corporation from the 
mere distribution of its assets in kind 
in partial or complete liquidation, how- 
ever they may have appreciated or de- 
preciated in value since their acquisi- 
tion.” 

With this information as a_back- 
ground, it should prove easy to follow 
the recapitulation which is set out be- 
low. ‘This recapitulation compares the 
taxes that will follow the sale of the 
corporate assets in either of the above 
methods in schematic form. 


First Pattern 


The corporation sells its assets to the 
buyers, and forthwith dissolves and dis- 
tributes the proceeds of the sale to its 
stockholders as liquidating dividends. 

Tax Consequence—Two taxes 

The first tax is assessed against the 
corporation on the sale of its assets 
to the buyers. 

The second tax is assessed against 
the stockholders on their receipt of 
the sales proceeds in the guise of 
liquidating dividends. 


Second Pattern 

The stockholders first liquidate the 
corporation, and then initiate the sale 
of the assets that they receive in liqui- 
dation for their own account. 

Tax Consequence—One tax 

The one tax is imposed against the 

stockholders on their receipt of the 

corporate assets in liquidation. 

Two comments should be made 
about the second pattern in further 
clarification of the points involved. As 
has already been pointed out, the cor- 
poration is freed of any tax liability 


on its liquidation. Furthermore, the 


stockholders will generally realize no 
taxable profit on their sale of the as- 
sets because the sale will presumably 
be made at the same prices as the 
values that were assigned to the assets 
for the purposes of ascertaining the 
gain on the liquidation—in_ other 
words, their fair market values at the 
time of liquidation. 

In this connection, two of the many 
decisions of the Courts on this “two- 
or-one tax” rule warrant careful study. 
Both cases exemplify borderline situa- 
tions. In the first the negotiations for 
the sale of assets were initiated directly 
by the corporation through its presi- 
dent. He was not a stockholder, The 
sales agreement was subsequently nego- 
tiated directly by the stockholders who 
thereafter liquidated their corporation 
and transferred its assets to the pur- 
chaser. ‘The Court held that the 
realities of the situation compelled it 
to regard the corporation as the true 
vendor. It accordingly held that a tax 
was properly imposed against the cor- 
poration, on the,sales profit. 

In the second case, the corporation 
escaped this tax jayment. The facts 
in this second case were indistinguish- 
able in many respects from those in the 
first except that the stockholders them- 
selves initiated and negotiated and 
thereafter pursued and closed the sale 
for their own account. The corpora- 
tion did not at any point participate in 
the negotiations. These “oddities in 
tax consequences,” as the Supreme 
Court described this rule, follow even 
though, . a corporation may liqui- 
date or dissolve without subjecting it- 
self to the corporate gains tax, even 
though a primary motive is to avoid 
the burden of corporate taxation.” 

These and many other cases all] em- 
phasize the careful planning that is 
required in the initial stages of the sale 
of a corporation. Perhaps no other 
area or specific transaction in income 
tax work places such a high premium 
on skillful tax guidance and counsel. 
A misstep in formulating and execut- 
ing the sale will invariably prove costly 
to either or both the purchaser and the 
seller—in many instances, it may re- 
sult in a complete cancellation of the 
economic benefits which are sought 
from the transaction. 

Editor's Note: Mr. Caine will treat the 
Buyers’ problem in the next issue. 





THESE FIRMS USE THE 
SYSTEM 
FASTER, MORE FLEXIBLE 
ADDRESSING AT LOWER COST 





A—OFFICIAL U. S. NAVY PHOTOGRAPH 

B —GRIT PUBLISHING CO. 

C —PARENTS’ MAGAZINE 

D—STATE FINANCE COMPANY 

E —WALTER FIELD COMPANY—MAIL ORDER 

F —THE HOOPER-HOLMES BUREAU, INC.— 
COMMERCIAL REPORTING 


The above users employ a total of twenty- 
one machines. Scriptomatic System eliminates 
stencil maintenance and storage... Your 
regular records or punch card system serves 
double duty as masters... Addressing at 
speeds up to 6000 per hour . .. with flexibility 
of mechanical sorting. Wire, write or phone 





SCRIPTOMATIC, INC. 
300 North 1 Ith Street, Philadelphia 7, Pa. 
Tel. : WAlInut 2-4213 


(Cirele 320 for more information) 





THE TODD COMPANY, Inc., Dept. MM. 
Rochester 3, New York 


Send full details on Todd Protectograph Disburser. 
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rHE AUTHOR: Leslie AM. Slote, Assistant to the 
President, Ketay Manufacturing Corp., handles 
feature every month. The author 
functions at staff and operating levels on mat 
ters of administration, production, personnel, 
labor relations and management control. Read 
ers are invited to submit “symptoms” from thei 


own experience for Mr. Slote to “diagnose.” 


“‘We have heard of so much employee trouble, in other plants, over time 
study, that we are wondering whether the benefits to our cempany in such 
a program outweigh the problems. If a time study program is instituted, 


how can labor unrest be avoided?” 


diagnosis 

To avoid any misconception, it must 
be recognized that in time study we 
study the method and time required to 
perform a given operation in the office 
or in the factory under a given set ol 
conditions—we time the job and not 
the worker. Time study is a work 
measuring tool, but, like all measure- 
ments, its results are not absolute and 
are characterized by limitations and a 
relative degree of inherent error. In 
actual time study practice, it has been 
found that motion and time study are 
inseparable, and that the operation ol 
a typical time study system involves 
four general phases: 1) establishment 
of written standard practices through 
motion study and methods improve- 
ment 2) determination of times in- 
volved 3) utilization of results 4) con- 
stant awareness of resulting employee 
problems and ability to maintain good 
labor relations. 

The first questions to ask before in- 
troducing a time study system in your 
organization are: “What do we want 
to accomplish?” and ‘What are the end 
purposes to which the data will be 
put?” The ultimate accomplishment 
of time study is to enable a worker to 
produce more, in a shorter time, and 
with the same or less effort. A stand- 
ard can be set for each job. Time 


study is no panacea, but may be used 

for such typical purposes as: 

1) accurately determining and_ con- 
trolling labor costs 

2) setting incentive rates 

3) balancing production and assembly 
lines for smooth, continuous flow 

f) comparing methods of work and 
measuring performance 

>) setting standards for merit rating 

6) establishing time schedules for pro- 
duction 

7) estimating costs for bidding 

8) determining personnel and equip 
ment needs 

9) balancing workers and machines 
for effective joint utilization 

10) building synthetic time data 

We shall not concern ourselves with 

the technical phases of time study 

which involve such things as choice of 

system, mechanics of operation, valid- 

ity of procedures used for the particu- 

lar application, and the end use of re- 

sults. Our primary concern is with 

the most troublesome part of time 

study: the necessity for maintaining 

good industrial relations. This prob- 

lem is always present because time 

study affects the worker and his job, 

and involves him with such contro- 


versial issues and concepts as “‘a fair 
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day’s work,” “normally skilled em- 
ployee,” “without unreasonable effort,” 
"under normal working conditions,” 
etc. ‘Time study can only be successful 
if the interests of the workers, union, 
and management are harmoniously 
reconciled to the changes that inev- 
itably result. This can only be accom- 
plished through intelligent communi- 
cation of ideas in order to reach a com- 
mon understanding. 

In this connection, the words of Al 
N. Seares, past-chairman of the Nation- 
al Sales Executives, Inc. are note- 
worthy: “Because ingenuity and inven- 
tiveness has made it possible and eco- 
nomical for us to prepare and dissem- 
inate printed matter, we are prone to 
use it as a device for avoiding critical 
occasions when face-to-face contact is 
the only genuine means of obtaining 
facts, finding agreement and reaching 
understanding. The advantage of the 
written word has been established by 
history. There is a basic error in con- 
sidering any printed release, no matte) 
how well written, as a substitute for 
personal contact. Communication by 
Directives, Bulletins and Memoranda 
can function successfully only when 
grounded in mutual trust and confi- 
dence which is a prerequisite for sound 
communications. Unless management 
enjoys this relationship, printed ma- 
terial, no matter how well prepared, 
will not be accepted.” 

The attitude of labor may be unfav- 
orable and openly hostile because of: 
1) bad experiences in the past with re- 

ductions and limitations on piece 

work rates, speed-up, and loss of 
jobs 
2) misuse of time study when used as 
a weapon in the plant 
3) resistance to change and preference 
for doing things the old way 
4) insecurity and fear of the unknown 
due to lack of understanding and 
mistrust of management’s objec- 
tives 

5) resentment at being watched and 

timed, and construing this as an im- 

plied criticism, as well as a weaken- 

ing of the worker’s position 

The most successful policy is one 
that at the start of the time study pro- 
gram intelligently informs, educates, 
and reassures the worker regarding the 
integrity of management’s objectives, 
the time study system and methods to 
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be used, how results will be utilized, 
and how the worker fits into the pic- 
ture. Forestall the grapevine by spread- 
ing the word officially and letting every- 
one know what is happening. Explain 
your ideas to key personnel, super- 
visors, and workers through friendly, 
informal conferences and meetings. 
The best plan is to have everyone par- 
ticipate to sell management’s desires 
to the workers, and to get supervisory 
and worker groups to pull together. 
Train shop employees who are going 
to participate by demonstrating prin- 
ciples and concepts. Make sure that 
your time study men are not only com- 
petent technicians through training 
and experience, but are well oriented 
with respect to industrial relations 
problems, are familiar with plant and 
office personnel practices, and possess 
the capacity to deal effectively with 
people. Specifically, reassure the work- 
er regarding his job security and ex- 
plain that an integral part of the pro- 
gram is to find solutions for individual 
hardship cases that may arise. Many 
companies make a forthright statement 
that time study will not result in loss 
of jobs—workers who may no longer 
be required on one operation will be 
transferred to another. It must be 
made clear that a realistic level of sat- 
isfactory activity will be established to 
protect the interests of both manage- 
ment and labor. This will eliminate 
the withholding of reasonable produc- 
tion and will avoid the speed-up. Fur- 
ther advantages of time study must be 
pointed out to the worker, such as set- 
ting of fair rate scales, elimination of 
inequities in rate structure, equal in- 
centive opportunities on all jobs, the 
chance to earn more money, and the 
rewarding of individual effort. In 
short, the benefits to be derived from 
a successful time study program de- 
pend upon an articulate management 
skilled in the technique of communi- 
cation. m/m 

t 
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Wherever paper work requires more than one 
legible copy, a Colitho Business System can be 
used to speed the operation, eliminate transcrip- 
tion errors, and cut clerical costs. Colitho paper 
offset duplicating plates, plain or pre-printed, 
can be incorporated in single, multiple part, flat 
pack or roll forms. Colitho Business Systems 
provide for variables and blackouts, deletions 
or additions. Partial information can be added 
at any time. All business paper work lends itself 
to simplification through a Colitho System.* 


Regardless of the kind of business you are in, 
Colitho Systems offer time and money savings 
in purchasing, manufacturing, distributing, sell- 
ing, billing and accounting. For more informa- 
tion, mail the coupon attached to your business 
letterhead. 

*Where spirit duplicating equipment 1s used the 


same results can be obtained with a Columbia 
Ready-Master System. 


Colitho Division 
COLUMBIA RIBBON & CARBON Merc Co., Inc. 


a 
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CAN REDUCE 
YOUR COST 
OF HANDLING 
PURCHASE 
ORDERS 


@ Cuts costs up to 15%. 


@ Speeds purchasing 


procedures. 


@ Requires only one form. 


@ Eliminates transcription 


errors. 


@® Reduces forms _ inven- 


tory. 


e@ Every copy an original. 


OFFSET DUPLICATING 


117 Herb Hill Rd.. Glen Cove, New York 


PLATES AND SUPPLIES —— 


Colitho Division, CoLUMBIA RIBBON & CARBON MrG Co., Inc. 


Please send information about Colitho and Ready-Master Business Systems 




















Our duplicating equipment is Offset (J Spirit 
Name 
Company 
Address 
City Zone State 
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Do you have 
a similiar problem ? 


A medium-sized company required monthly 
chain store reports and other sales analyses 
by product, territory and salesmen. 


The company considered carefully the in- 
stallation of punched card equipment to do 
this work. However, since they had only part- 
time use for such equipment, they could not 
justify the cost of leasing it. 


What was done: 


The company learned of our statistical service 
and turned these operations over to us. 


They now get month and year to-date com- 
parative reports in complete detail which are 
prepared promptly by our experienced per- 
sonnel on our machines. 


The time to start 


saving is now 





In addition to szles analyses, perhaps your 
payroll, inventory, accounts receivable and 
other accounting reports should be prepared 
on punched card equivment for greatest 
economy. 


Let us tell you how other organizations have 
profited by our service. 


RECORDING & STATISTICAL CORPORATION 


AGO-BOSTON - DETROIT: MONTREAL -TORONTO 


xth Avenue, New York 13, N.Y 
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"I think...” 


PROS AND CONS 
TO THE EDITOR 


Why employees don’t quit 


Dear Mr. Editor: 

Your article “Why [hey Quit” in the April, 1953 issue 
was extremely interesting. [| raise a question, however, 
on one point. IT don't think that if the majority of 
ex-employees quit because of low wages, that it necessarily 
follows that the majority of people remain where they 
are primarily because of high wages. This was implied 
in Dr. Loken’s statement, ‘““The motivations which cause 
people to quit their jobs are the same as those which 
cause them to ltke their jobs.” 

I don’t think it applies because he’s talking about 
different people. And in trying to cut down turnover, 
I think it is much more important to study why people 
stay with a company than why they leave. If it were pos- 
sible to survey the remaining employees in those organi 
zations for which these ex-employees worked, I think 
it would be found that they would give many reasons 
other than high pay as to why they liked the company. 
That’s because some people place more importance on 
money than others do. If the majority of employees who 
quit a company complain of low pay, should the scale 
be raised to re-attract such employees? Perhaps the bet- 
ter course would be to recruit new employees on the basis 
of the favorable factors that do exist. The result, I think, 
would be a more homogeneous work force, whose philoso- 
phy of work and pay would fit that of the company. 

I have seen many companies that, in spite of rela- 
tively low wage scales, have better than normal morale 
and low turnover. It seems to me that the key, which 
many managements and social scientists have never found, 
is the sense of identification with the company the em- 
ployee must feel. This can stem from any of many 
diverse factors, and is more apt to be found in smaller, 
rather than larger, organizations. If it is lacking, many 
people just won't stay; if it’s there, many will stay in 
spite of low pay or other “reasons” for voluntary separation. 

EDWARD WAYGREN 
Mac Donald Bros., Inc. 
New York, N. Y. 


Association booklet offered 


Dear Mr. Editor: 

Your article “Why They Quit” is the most compre- 
hensive study of the subject I have ever read. 

Through 30 years of working for more congenial labor- 
management relations via better qualified management 
people, the NAF has discovered many employee relations 
techniques which pay off in happier employees demon- 
strating faith and understanding in their companies. 

If your readers would like to have some free information 
on the NAF, I'd be happy to send them our new booklet, 
“25 Questions and Answers About the NAF.” 

Dean Sims, Mer. of Public Relations 
The Nat’l Assoc. of Foremen 
Dayton 2, Ohio 
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SPEEDS PAPER HANDLING! 


SAVE 5 TO 15 MINUTES EVERY HOUR 
DURING MACHINE POSTING. 


Installations prove it! LeFebure Tray-Binders, Posting 
Stands and Bookkeeping Machine desks provide an or- 
derly arrangement — more room at less cost. Everything 
at hand... uninterrupted work. Space saved — time 
soved, Let our trained representatives help YOU— 
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COVER STORY 


PROOF OF THEIR 


Aska 
teacher what he thinks about comic 


parent or 


books and you'll probably get a violent 
answer. The very fact that people do 
get so emotional about this subject is 
strong evidence that comic books do 
have an unusual ability to influence 
their readers. 

Actually, there’s nothing wrong with 
comic books themselves. As a medium, 
they are good or bad, depending upon 
their subject matter. If comic books 
devoted to sex and crime can have a 
bad influence on readers, it stands to 
reason comic books may also have a 
useful effect, when properly conceived 
to sell free enterprise, democracy, and 
religion. ‘The fact of the matter is that 
hundreds of millions of comic books 
are printed, sold, and read each year— 
and people like to read them. More- 
over, the combined use of pictures and 
text as an educational device has high- 
ly respectable precedence. 


Industry Discovers Comic Books 

For some reason, business has been 
slow in its acceptance of comic books 
as a selling tool, whether it be to stock- 
holders, employees, or the general pub- 
lic. But those companies that have 
tested its effectiveness—United States 
Steel, Western 
Towne, Bemis Bro. Bag and B. F. 


Electric, Yale and 


Goodrich—all corroborate the fact that 
they get their message across clearly 
and painlessly. They have made the 
simple discovery that people prefer to 
read things that are easy to understand. 

This year, for example, Motorola 
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Using comic books 


to talk to your workers 


EFFECTIVENESS HAS BEEN DEMONSTRATED BY INDUSTRIAL TESTS 


Inc. published two Annual Financial 
Reports. Each carried the same basic 
facts. The employee version, however, 
is a four-color broadside that folds to 
comic book size. The company’s finan- 
cial history for the year is entertaining- 
ly portrayed by two elf-like personali- 
ties known as Johnny and Mary Moto- 
rola, taking a trip in a space ship with 
Professor Sharin, the mythical profes- 
sor of profit sharing. Checks made dur- 
ing recent weeks have revealed a nearly 
100% 
phenomenon that most company presi- 


readership among workers —a 


) 
dents will observe with awe. 


A Case Study 

Can comic books help bridge the 
vocabulary gap between management 
and labor? Let’s see. 

The Psychological Corporation, a 
leading independent research organiza- 
tion, recently undertook a survey to test 
the effectiveness of a cartoon booklet 
prepared for the Bemis Bro. Bag Com- 
pany. The booklet, “A BETTER LIFE 
for you!”, tells the story of a company 
which must install new machines in 
order to cut costs to remain in busi- 
ness. The employee leaders are told of 
the decision, and they plan on how to 
explain to the men that more machines 
are an advantage, rather than a threat 
to their job security. Their “pitch’’ is 
successful, and at the end of the year 
promotions and raises result, which in 
turn reflect in ‘a better life.” The 
message: more production per man 
per hour means more jobs, lower 
prices, shorter hours, and higher wages. 


Two studies were made involving 
430 employees of the Bemis Bro. plants 
in Buffalo, New York, and Peoria, Ili- 
nois. In each plant, two comparable 
groups of workers were chosen, both 
with an average education level of 
ninth grade. The first group had no 
knowledge of the booklet, while the 
second group read it in the plant. The 
same questions to both groups mea- 
sured what the workers really believed, 
rather than their knowledge of the con- 
tents of the booklet. Here are the com. 
parison figures on typical answers by 
both groups: 


Do You Think % of Yes Answers 


Greater Productivity Non- Reader 
Results In: Reader Group 
Group 
1. More Jobs? 10% 429, 
2. Lower Prices? ay y+ ty A 
3. Shorter Hours? 4%, 21%, 
4. Higher Wages? 6% 40% 
5. A Better Standard 
of Living? 36% 70% 


Obviously, such results show that this 
particular booklet was overwhelmingly 
influential in getting employees to 
think in long range terms, and to con- 
vey management's message about the 
benefits of increased productivity. 


Factors Which Insured Success 
These results are due in great meas 
ure to the manner in which the booklet 
was prepared, A firm specializing in 
information comics, with long and out- 
standing experience in developing com- 
ics to fit the needs of government and 


industry, conceived, constructed, and 
constantly edited the booklet through 
its many stages towards completion. 

The basic approach was stated sim- 
ply by Mr. Alfred Harvey, one of the 
leading specialists in information com- 
ics: “Tell them what you want them to 
know on the cover, so that they don’t 
feel they’ve been fooled into reading 
something they don’t want to read. 
‘Tell them again on the first page, tell 
them you told them on the second 
page, and tell them you told them you 
told them on the next page. Repeat 
your message in a different way each 
time on every page. In this manner, a 
person who only reads page one, eight, 
twelve, or any number of pages, gets 
the message intended for him.” 


No Isolated Case 

Such famous cartoon creations as 
Blondie and Dagwood, Joe Palooka, 
Steve Canyon and Terry and the Pi- 
rates have been used in information 
comics. Dagwood splits the atom so 
that people can understand the princi- 
ples involved, while Joe Palooka tells 
children how to behave on a school 
bus. Whether or not a known comic 
strip character should be used is de- 
termined, in a large measure, by the 
message to be conveyed. 

A successful blending of both a car- 
toon character and live people was 
demonstrated by the special comic sec- 
tion prepared tor The Washington 
Post, in which a family is guided 





Employees at Bemis Bro. plant choose an educa- 
tional comic book for information and reading 
relaxation. . 
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The most impressive furniture 
you can place in your 
office is the new 
METROPOLITAN Group, 
by Imperial. Outstanding 
design and flawless 
craftsmanship make this 
the ultimate in luxurious 
office furniture. 
Consult your Imperial desk 
dealer about 
the new METROPOLITAN group. 


Or write us for particulars. 


Emperial 
DESKMARK OF QUALITY 





Imperial Desk Company, Evansville 7, Ind. 
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through the Post plant by Joe Palooka 
of the comic strip. ‘They are shown 
how each department functions, in- 
cluding simplified technical data on 
the presses, linotype, engravings, tele- 
type, morgue, and all the other vital 
parts that are ““The Story Behind ‘The 
Story,” as the Post called it. 

In the case of the booklet for Bemis 
Bro., it was felt that the reader should 
be told by real life people, and, there- 
fore, no comic strip character was used. 
The people in this booklet represent 
people that the workers recognize as 
themselves and their co-workers. 


How the Bemis Book was Built 

After the final first draft of the Bemis 
Bro, booklet was made, it was printed 
on an oversize page with specific ques- 
tions along the margins and room for 
comments on the bottoms. It was sent 
to 918 top industrial executives in fifty 
different types of industry for editorial 
review, comment, and suggestions for 
changes. The specific purpose, at this 
point, was to determine whether man- 
agement generally felt information 
comics would be effective in helping to 
bring a better understanding of pro- 
ductivity to industrial employees. On 
the question, “Do you think that the 
cartoon technique is an effective way to 
tell the ‘more production’ story—vre- 
gardless of whether you personally read 
comics?”, 76.2% answered Yes, 9.8°% 
answered No, while 14°, had No Opzin- 
ton. They generally agreed that it is 
management’s responsibility to tell the 
production story, and that the cartoon 
technique is an effective way of telling 
it. They also listed three other mes 
sages which they felt) management 
should communicate to labor: “How 
wages are set,” “How prices are set,” 
and “How to save and invest.” 

The “before” and “after” versions 
were the result of the editing of the 
cooperating management executives 
(See cut). Some pages were given more 
drastic changes than others, but all re- 
flected management’s views of the mes 
sage. That this whole approach was 
successful, has been proven by the tests 
among industrial employees. 

If you would like a copy of “A BET- 
TER LIFE for you!” and more infor- 
mation about comic books for tndustry, 
Circle number 345 on the Reader 
Service Card. 
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How to reduce ‘down time’ 


in the office 


by Robert M. Eastman 


Associate Professor, Georgia Institute of Technology 


A NEW METHOD, NOT UNLIKE TIME STUDY, PROMISES LOWER-COST MEASUREMENT OF WORK 


Editor's Note: A relatively new work 
measurement technique, with the some- 
what frightening name "ratio-delay,"’ has 
been gaining attention among Methods 
Men. Because its mechanics are not 
widely known, Management METHODS 
invited Professor R. M. Eastman, one of 
its leading practitioners, to explain it in 
simple terms. We believe the article de- 
serves attention at all echelons of man- 
agement. 


CN Vat is “ratio-delay”? 
Here are two examples. 

The controller at Georgia Tech re- 
ceived continual complaints about the 
slow service at the cashier’s window. 
One girl handled all _ transactions, 
which included receiving payments 
from students, selling meal ticket 
books and cashing checks for students 
and faculty. The complaints centered 
on long lines and the resulting long 
waits. Professor Joseph Dwyer of the 
Industrial 
was asked to make an analysis and rec- 
ommendations. A camera with a tim- 


Engineering department 


ing device was designed to take only 
a few frames several times an hour. 
Observations covered a number of 
days. At the end of the study, a tally 
showed how often there were lines and 
how long they were. This breakdown 
quickly pointed out that the long lines 
were occurring only at certain times of 
the day, but that during most of the 
day the cashier could give immediate 
service. Faculty and students were 
told to stagger their business calls. 
This saved adding another cashier— 
the original solution suggested. 

Here is another case. In a business 
office of ninety-nine clerical workers, 
all doing similar work, the industrial 
engineer was asked to determine the 
relative amount of time actually spent 


working. In a short time he reported 
that, on the average, seventy-five per 
cent of the work day was spent in use- 
ful work. He obtained this figure by 
taking several counts of the number 
of girls not working at various times 
during the day. The average number 
not working, at any given time, di- 
vided by the total number of clerks, 
gave the percentage of non-working 
time. 

These two relatively simple cases are 
examples of ratio-delay studies, also 
called work sampling. In making a 
study, the engineer makes a large num- 
ber of observations of a process and 
keeps a record of what type of activity 
was going on at each observation. The 
percentage of observations at which 
any particular type of activity occurred 
will be a good estimate of the per- 
centage of the total time spent in that 
type of activity. The mathematical 
formulas involved are relativelv simple 
statistical ones, similar to those used 
in statistical quality control. With 
these methods we can compute both 
the approximate number of observa- 
tions needed and the relative reliabil- 
ity of the results obtained. 


How it Works 

Basically, the statistical principle is 
that given a large enough sample, such 
as observations of a process, the results 
of the sample will closely approximate 
the true state of affairs. Thus, if 200 
out of 2000 observations showed an 
idle machine, we can safely assume 
that the machine was idle close to ten 
per cent of the time. 

In making the study, the engineer 
first selects and defines the activity to 
be studied. Naturally, he will pick 


the activity which shows the greatest 
need and possibility for improvement. 
Only one homogeneous process can be 
covered by a single study. If billing 
clerks and stenographers are mixed 
into the same study, the results will be 
averages not applicable to either 
group. A study of typists using both 
electric and manual typewriters might 
not give useful results, 

The activities must be classified into 
types so the observations will be con- 
sistent and useful. If we try to record 
too many types of activity, we increase 
the work, often without satisfactory re- 
turn. Also, we may get too few obser- 
vations of some types of activity to 
draw reliable and useful conclusions. 
If we have too few classifications, the 
study will not give much information. 
However, the common tendency is to 
use too many rather than too few. 

The observer must also be able to 
distinguish the activities clearly. In 
one camera study, for example, the in- 
dustrial engineer tried to cut the num- 
ber of frames per observation to one. 
He quickly found out that this was un- 
satisfactory since he could not tell, 
from the single frame, in which direc- 
tion the operator was moving! Simi- 
larly, in an office, the observer cannot 
visually distinguish between outgoing 
and incoming telephone calls. 


Ratio-delay in Action 

If the subject is a typist, the observer 
might record six types of activity: typ- 
ing, reading or proofing work, idle, 
talking to superior, talking to others, 
and away from desk. The engineer 
will be careful to include those items 
of importance to the study. 

The observer then starts recording 
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the type of activity occurring each time 
he observes the process. To get a re- 
liable study, he must obtain observa- 
tions truly representative of the proc- 
ess. If he were to take his readings 
every half hour during the morning 
only, he may and probably will get un- 
reliable results. One method used in 
factories is for the observer to record 
what is happening when he reaches a 
specific point in walking by the proc- 
ess. At Georgia Tech, we have been 
experimenting in the use of a camera 
to take photographic observations at 
suitable intervals. This eliminates 
the human observer, even though some 
one still must interpret and work up 
the photographic data. 

\nother reason for taking occasional 
or random readings is that the observer 
can make his observations as he walks 
around the plant on other duties. Fur- 
thermore, the study can be interrupted 
at any time, or for a fairly long inter- 
val, without interfering with the re- 
sults as long as the observations ob- 
tained are representative of the whole 
process. 


Cuts Cost of Time Study 

The method was originally devel- 
oped to eliminate the production or 
all-day time study. This required the 
time study man to keep a continuous 
stop-watch record of everything the op- 
erator did during the working day. 
Since these studies might run for a 
week or two, the cost was high. Com- 
panies using ratio-delay studies report 
a cost of only one-fourth to one-third 
that of an all-day study. In addition, 
the operator will have much less re- 
sentment and perform more naturally. 
The study is also much less tedious for 
the observer. As with a time study, 
the operator and the union representa- 
tive, if any, are fully informed of the 
ratio-delay study, its methods, pur- 
poses, and results. 

The number of observations may 
range from five hundred to five thou- 
sand depending upon the accuracy re- 
quired and the approximate _ per- 
centages expected for each type of ac- 
tivity. Most studies require one to 
two thousand readings. Greater ac- 
curacy will naturally call for more ob- 
servations. Also, processes for which 
the important percentages are close to 





fifty per cent will take a larger number 
of observations. 

The observer keeps a written, prop- 
erly classified record of his observa- 
tions. Any unusual conditions or oc- 
currences are noted. Some companies 
have devised standard forms but the 
average industrial engineer designs his 
own. 


Reliability of Study 

After enough observations have been 
obtained, the results are summarized 
and the percentages computed for each 
of the designated types of activity. The 
records are reviewed to be sure that 
the readings are a representative, un- 
biased sample of the process, Untor- 
tunately, judgment enters the picture 
as there is no formula available for as- 
suring a representative, unbiased 
sample. By using statistical formulas, 
however, the engineer can check the 
accuracy and reliability of the study. 
Sometimes additional observations are 
necessary to get the desired accuracy. 

The industrial engineer can base ap- 
propriate action and recommendations 
on these results. Frequently, the ratio- 
delay study can show where further 
ratio-delay or motion economy study 
can profitably be applied. 


Origin of Ratio-delay 

Ratio-delay was developed by L. H. 
Tippett of the British textile industry 
about 1935 to determine the _ per- 
centage of machine down time and its 
causes. He used this information in 
investigating down time causes and 
remedies. Similar data can also be 
used to calculate the personal and un- 
avoidable delay allowance for wage in- 
centive purposes and to determine the 
number of machines assigned to one 
operator. The early uses in this coun- 
try were concerned chiefly with these 
applications. Today there are many 
other uses and the new applications 
are being developed constantly. 

One study was made of the material 
handling and warehouse procedure of 
a manufacturing company. From the 
results, a phase most promising for im- 
provement was picked for further ef- 
fort. Another study of machine usage 
in the toolroom showed considerable 
idle equipment time which could be 
efficiently utilized, 
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Ratio-delay in the Office 

Even though the original and still 
the most common use of ratio-delay is 
in the factory, there are many prom- 
ising office and business applications. 
A very profitable use has been the ex- 
amination of the relative time spent on 
various duties by professional and 
highly-paid personnel. One reported 
study of a hospital disclosed that super- 
visory nurses were spending as much 
as a fifth of their time keeping up pa- 
tients’ charts. Nurses were spending 
a lot of time running errands. By 
transferring these non-professional du- 
ties to lower-paid, more easily obtained 
personnel, the patient load per nurse 
was nearly doubled. 

In several companies, ratio-delay is 
being used to study the duties of engi- 
neers. Due to present scarcity of ex- 
perienced engineers and the inade- 
quate number of new engineers, more 
efficient use of existing personnel is es- 
sential. By using ratio-delay to ana- 
lyze time spent on various duties, the 
supervisor can determine which duties 
can readily be transferred to sub-pro- 
fessional people at lower cost and 
greater efficiency. 

Analysis of delays is another use of 
ratio-delay. Bottlenecks can be discov- 
ered and action taken to eliminate 
them. Ratio-delay helps by  substi- 
tuting quantitative information for 
the qualitative but frequently useless 
knowledge that all is not well. 

Ratio-delay does have some limita- 
tions. The chief one is the correct 
classification and recording of the ac- 
tivity types to be observed. This means 
that the amount and kind of detail 
available is limited. Also, the accuracy 
is sufficient for corrective analysis and 
for cost control, but not for wage in- 
centives. The number of observations 
may be large and cover a long period. 

The advantages are great where the 
method is applicable. It is cheaper 
than other methods giving comparable 
accuracy and detail. The study can be 
interrupted at any time without affect- 
ing the results. The method is neither 
tedious to the observer nor unpleasant 
to the operator. The accuracy and 
mathematical limits of the results can 
be obtained. It does give accurate 
quantitative information so necessary 
for management decisions. m/m 
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Significant solutions to these problems 


lie in the extensive use of automatic 
equipment, including electronic 
digital computers, to augment or 


replace the human element. 


AT HUGHES Research and Develop- 
ment Laboratories each problem is at- 
tacked basically, beginning with systems 
planning and analysis. This consists of an 
exhaustive examination of the require- 
ments of a problem, together with an 
evaluation of the best means for satisfying 
these requirements. The objective is to de- 
sign the simplest possible mechanization 
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consistent with a superior performance. 


These techniques, employing many 
special talents, are responsible at Hughes 
for the successful design, development 
and production of complexly interacting 
automatic systems for all phases of elec- 
tronic control of interceptor navigation, 
flight control, and fire control. Similar 
accomplishments may be pointed to in 
the guided missile field. 

Methods of systems planning and anal- 
ysis responsible for achievements in the 
military area are also being applied at 
Hughes to adapt electronic digital com- 
puter techniques for business data proc- 
essing and industrial controls. 


poe eececeewonsecee= ’ 
Address: | ; : ; 
ann | HUGHES 
Research : 

. and Development : 
California! Laboratories 
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The complexity of modern 

air defense—extreme aircraft 

speeds, highly complex weapons, 
new combat strategies, the advanced 
state of today’s technology —poses 
serious problems for the 

scientist and engineer. Problems 

of equal scope and complexity 

arise in modern business operations. 





COM PUTER 
APPLICATIONS 
SPEHCIALISTsS 
To carry on the systems planning and analy- 
sis activities in the business data and proc- 
essing field, Hughes Research and Develop- 
ment Laboratories are creating new positions 
in the Applications Analysis Group of the 
Computer Systems Department. 
Experience in the application of electronic 
digital computers to business problems is 
desirable, but not essential. Specifically, men 
are required who can bring ingenuity and a 


fresh approach to a formulation of funda- 


mental requirements of business data hane 
dling and accounting problems. 


ASSURANCE IS REQUIRED THAT 
RELOCATION OF THE APPLICANT WILL 
NOT CAUSE DISRUPTION OF AN 
URGENT MILITARY PROJECT. 
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Your PHorocopics: §f 
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SYSTEMATIC 


Makes photo-exact copies of anything typed, written, 
printed, drawn or photographed in any color or black and white. / — 


Now make photocopies in color! The amazing 

Apeco Systematic Auto-Stat makes a dry photocopy in red, 
blue, green, yellow or any other color — 

including black and white — in less than 45 seconds. 

Now —“color-code” orders, invoices, letters, etc. — 

speed up order filling and office procedure —save filing time! 
This lightning- fast re he ge machine prints from an 
original up to 11” e, any length, whether print 

one or two sides opaque or translucent paper . 

all automatically. Finished copies are ready for instant.use. 
Save up to 80% on copying cost by eliminating costly 
re-typing, hand copying, checking and qutside 

copying service. Offers even greater savings in increased 
business efficiency. 


$O LOW cOosT! 


A complete Apeco Systematic Auto-Stat installation 
is priced well within the budget of even the smallest firm. 


Increase office efficiency 
with copies in any color for 
immediate recognition, fast- 
er filing, speedier handling. 


PRE-PRINTED COPIES 
FOR SYSTEMS USE 





Methods experts acclaim new 
pre-printed Auto-Stat copy 
system offering simplified 
office record procedure tail- 
or-made to your particular 
needs. 









American Photocopy Equipment Co. est. mu-7s 
2849 North Clark Street, Chicago 14, Ill. 


Please rush me, without obligation, your factual report on office 
copying. | understand this free booklet pictures and tefls the 
complete Auto-Stat story and shows how 1 can use Apeco 
Auto-Stat in my office. 
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Helicopter lands less than three minutes walk from plant 


First ‘corporate’ helicopter 


links eight company plants 


mm A new seven-passenger 
Sikorsky helicopter—believed to be the 
first ever used for travel— 
is helping Rockwell Manufacturing 
Company solve its transportation prob- 
lems between its main offices in Pitts- 


“corporate” 


burgh and seven plants within an ap- 
proximate 200-mile radius. 

An organization composed of 17 op- 
erating divisions extending from Oak- 
land, California to Brooklyn, New 
York, Rockwell decided that a helicop- 
ter was the most practical method of 
transporting executives, staff members, 
and manufacturing components re- 
quired on an emergency basis, from one 
plant to another in western Pennsyl- 
vania and Ohio. 

The helicopter’s home base in Pitts- 
burgh ts located in a specially-marked 
section of the company’s parking lot, 
barely a three-minute walk from the 
office. There are “heliports’” in the 
parking lots of the seven other plants 
visited regularly by Rockwell repre- 
sentatives. 


Because of the diverse activities of 
the company, transportation of officers 
and staff members is regarded as a key 
to effective management coordination 
and efficient utilization of management 
manpower. Since most Rockwell Penn- 
svlvania and Ohio plants are located in 
small, often isolated communities, com- 
mercial air and rail travel tacilities 
have, in the past, resulted in the loss of 
hundreds of hours of executive time 
each vear. 

“The obvious solution to our prob- 
lem,’ Mr. Rockwell explained, 
But when we 


“was to 
purchase an airplane. 
investigated that possibility, we found 
that our position would not be greatly 
improved. It’s at least a 30 minute 
ride from our Pittsburgh headquarters 
to the nearest airport, and in some of 
our plant cities suitable landing facil- 
Hies are not available, or are at some 
distance from our plant sites. A heli- 
copter seemed to afford the most prac- 
tical solution to our specialized prob- 
lem—that of providing a taxa service 


methods 























between plants.” 

Initial operations since the first of 
the year have indicated that Mr. Rock- 
well and his associates are able to visit 
as many as three plants in a single 
working day. One a day was the for- 
mer average by auto or rail, with two 
an absolute maximum, and this often 
necessitated spending a night, and 
sometimes two, on sleepers. 

The helicopter’s daily “schedules” 
are determined on the basis of travel 
requests by officers and staff members 
who designate in advance their travel 
requirements. On a “typical” day, the 
helicopter leaves the Rockwell plant in 
Pittsburgh with three to five members 
of the organization, and sometimes 
with an item of equipment needed im- 
mediately by a plant on the itinerary. 
The first stop may be at Lestonia, 
Ohio, 60 miles distant. Forty miles 
farther on is the Barberton (Ohio) Di- 
vision, and approximately 90 miles be- 
yond is Rockwell’s Regulator Division, 
at Norwalk, Ohio. On this particular 
itinerary, the helicopter will enable 
company officials to make three two- 
hour stops and still return the 19] 
miles to Pittsburgh the same evening. 
Often, a Rockwell representative will 
be “dropped” at a plant and be picked 
up later in the day for the return trip. 

Although numerous business organi- 
zations own helicopters, few are used 
for executive and staff travel. They 
are generally used for such tasks as 
patrolling oil and natural gas pipelines 
and directing commercial fishing fleets. 

Mr. Rockwell reports complete satis- 
faction with the helicopter, which he 
regards as a “management tool.” m/m 


W. F. Rockwell Jr. working at desk during flight 
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INCREASED 
PRODUCTIVITY 


MAY BE A MATTER OF “VISUAL APTITUDE” 


The record of visual performance tests on more than 5,000,000 individuals, 
in 4,000 job categories, reveals that, regularly, four of every ten industrial 





workers are visually unqualified for satisfactory performance on the jobs they 
are doing. Furthermore, the record shows the high degree of responsibility 
on these visually-unqualified people, for high costs . . . waste and rejects . . 


accident rate... labor turnover . . . training time and make-up pay. 


YOU CAN IDENTIFY THE “VISUALLY UNQUALIFIED” 


The Bausch & Lomb Occupational Vision Service is a scientific method for 
determining visual standards on the basis of job performance... for identifying 
those unsuited to their jobs . . . for visual rehabilitation and for placement in 
jobs for which visual aptitudes are advantageous. 





T he akc & toate Gosupaticasl Vision Service i is athitable to you. Ie ie 
easy to administer. Employee participation is voluntary. ... and workers . 
like the program. Benefits which accrue in plants using O.V.S. - (benefits ses 
which < can accrue io roo plant, to); saat: : 


L improved wu oF production’ "Reduced labor turner 
- Increased production per worker ig co! 
3. Reduced waste of eae os 
cand work rejects — 

4. Improved accident record 






















Bausch & Lomb Optical Co., 95319 Smith St., Rochester 2, N. Y. 


% 
| 
Please send me the brochure “Eyes Right for the Job,”’ and complete details on { 
the Bausch & Lomb Occupational Vision Service. j 
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Bigs e | —the original engineered 
} [( if \\ i ihY\ modular office equipment, 
a . by GLOBE-WERNICKE 


L WORK" 








"FACILITIES FOR CONFERENCES AND PERSONA 


* re 










"TIME SAVING - ENERGY SAVING" hd 





@ FORD INSTRUMENT COMPANY 


ice] aemm DIVISION OF THE SPERRY CORPORATION 
REPORTS... 


Main picture shows combination con- 
ference center and personal execu- 
tive work station. 


ADDED WORKERS, instead of bunch- 
ing-up in overcrowded space, gain 
ample work areas, increased comfort, 
better work facilities with TECHNI- 
PLAN — the stated experience of 
Ford Instrument Company. Actual 


floor area savings amount to 18.3% : 
per unit. CHANGE AT WILL— interlocking, in- 


terchangeable units permit quick 
change-over to any desired job re- 
quirement in any desired arrange- 
ment, without special tools or skill. 
Partitions, if needed, are available in 
wood, steel, glass. 


Gk for FACTS... 


See Techniplan at 
your G/W dealer's 
listed in classified 


Inset — Contract Sales Department for 
which six additional Techniplan sta- 
tions are scheduled. 


the individual job requires, TECH- 
NIPLAN provides. 


YOUR IDEAL personal office—individ- 
ualized for your particular needs, 
your special work, your own comfort 
and efficiency! — that’s TECHNI- 
PLAN engineered modular equip- 
ment for private offices. Modern 
styling, fine appearance. 


EVERY KIND OF OFFICE WORK is cus- Ee 
tom-fitted by this adaptable, fully — \* 
flexible equipment. Maximum usable 
work surface, plus any chosen amount 
or kind of special convenience — 
drawers, all types of files, office ma- 
chine accommodations — whatever 










"phone book under 
‘Office Equipment.” 
Request Techniplan 
information on your 
letterhead. Address 
Department 7M. 








Engineering Specialists in 
Office Equipment, Systems 
and Visible Records Cincinnati 12, Ohio 


(Circle 307 for more information) 








thought starters 


Thought Starters come from our read 
ers, for the most part. Each one deals 
with a “practical solution to a management 
problem.” The Editor invites contribu 
tions—which are paid for at our normal 


space rates. 


iA 
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Combined deposit slip and 
ledger card facilitates posting 





$ L. W. Rucker, Office Manager 
Washington Brick & Lime Company 
ie] F-8 Spokane 10, Washington 


We have devised a combination bank 
deposit and accounts receivable post- 
ing media which is used in our ac- 
counting office. 

We use a carbon statement and 
ledger card combination which permits 
us to post the invoice number and 
amount, both on a statement and on 
the ledger card at the same time. 

Originally, in order to post the cash 
receipts on account, at the time the 
check or money order cash was re- 
ceived, the cashier would write an in- 
dividual receipt in duplicate with one 
copy going to accounts receivable 
bookkeeper and the other copy being 
retained in the book for each and 
every cash item received. With the use 
of the 2°% cash discount, if paid by the 
10th of the month, it entailed many 
hours of continuous writing of indi- 
vidual cash receipt items. It further 
meant that the accounts receivable 
bookkeeper had to make one run post- 
ing the sales invoices and then an ad- 
ditional run to post the cash receipt 
items. 

Using the new form we have de- 
signed, our cashier is able to alpha- 
betize all of the cash receipt items for 
that particular day and list the checks 
by bank number and the amount, plus 
the discount, giving a total amount to 
be applied on accounts receivable in 
the column on the right. In addition, 
there is a place for any necessary re- 
marks which the Credit Manager will 
check after posting to the accounts re- 
ceivable. The original white copy is 
perforated so that part of it can be 
torn off and the remaining portion is 
exactly the same size as the standard 











PLASTIC | >) 4 


FUNCTIONALS 


new! 
modern! 


eS \ functional! 

| 4 M-150 

= GLO ROLL-ToP 
“=~ STATIONERY 


a CABINET 


GL35 —GL46 } 
GLIDO ROLL-TOP 
CARD CABINET 


ROTARIAN 
LETTER TRAYS 


The Svechnasto 
art steel sales corp. 
170 w. 233rd st., n. y. 63, n. y. 
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But hang not the INNOCENT = Pul-leez®: 
FILE CLERK—instead, try 


hanging the SOOMP\NG 


FILE FOLDERS —, 








new style 


Oxford PENDAFLEX®° 


HANGING FOLDERS ie 








Cut filing 
costs as el 


x rd 
much as @) ts) FOLDERS HANG ON SIMPLE FRAME 
0 THAT FITS IM FILING DRAWER 























Oxford Filing Supply Co., Inc. 
89 Clinton Road, Garden City, N. Y. 


Please send free Pendaflex catalog to 
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SAVE MONEY WITH 






=Sraplex 


THE AUTOMATIC ELECTRIC STAPLER 


Cuts stapling time and costs sharply. Just 
insert the work . . . stapling is instantane- 
ous ... fool-proof. Uses standard staples 

. reloads from front in 5 seconds with 
no parts to remove ... Pays for itself in 
no time. 


WORLD'S FASTEST ... EASIEST... 
. . « ‘SAVINGEST' WAY TO STAPLE! 


THE STAPLEX CO., 776 Sth Ave., Brooklyn 32, N.Y. 
(Circle. 333 for more information) 

















New, faster marking system 
o es e e 
simplifies shipping! 
Yes, put away non-permanent tags and labels, 
eliminate tacking, stapling, gluing of addresses. 
Simply apply MARSH stenciled marking directly 
onto your shipments. Bold, easy-to-read 4”, %” 
and 1” letters. With either electric or hand oper- 
ated machines it’s faster, and costs you less than 
complicated methods. Ask us for proof today. 


For more information or a free 
demonstration mail us this ad with your 
name and business letterhead 





MARSH STENCIL 
MACHINE CO. 
36 Marsh Bldg. 
Belleville, Ill. 


(Circle 311 tor more intormation) 
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deposit slips that the bank would ordi- 
narily issue to us. The second copy, 
which is our accounts receivable post- 
ing media, is designed so that after 
everything has been posted and _bal- 
anced, this sheet can be placed in a 
At the end of the 
year and after completion of our an- 
nual 
bound in one separate book for that 


loose-leaf binder. 


audit, all of these sheets are 


particular year. By this simplification 
of cash receipt items, we have saved 
approximately 15 to 20 hours of office 
work per month, in addition to ap- 
proximately $50. per year in printing 
costs. 
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Transparent desk enclosures 
reduce office noise 


Transparent plastic desk partitions 
can lessen distracting sounds that hin- 
der efficient ofhce operations, without 
restricting visibility. 

The Fort Worth Star 
(Texas) has installed sheets of clear 


Telegram 


acrylic plastic for this purpose in their 





takers can 


want-ad department. Ad 
work in relative privacy, shielded from 


the voices of neighboring employees 
and still have full view of one another. 





A MESSAGE TO USERS OF ONE-TIME CARBON FORMS: 


“Youre Throwing Away 


°2,992 Every Year!” 


That's what we told an insurance company three years ago when 
we looked at their continuous forms-writing system. 


They were using one-time carbon paper (the kind you use once 
and throw away) with an 8% x 7 nine-part continuous form. 


They used about 200,000 forms a year. Their cost for the one-time 
carbon paper in every thousand forms was $16.56. That was $3,312 


per year for the carbon paper alone! 


“Why throw away carbon paper,”’. we asked, ‘‘when you can use 


it over and over again?” 


We explained that Repeat-O-Pak Floating carbon paper (the kind 
you automatically use over and over again) would do a faster, cleaner 
job for only $1.60 per thousand typed forms . . . a savings of about 
$14.96 per thousand! A trial installation proved it. 


They switched to Repeat-O-Pak floating carbon paper three years 
ago and they've saved an average of $2,992 on carbon paper each year! 


If you are using one-time carbon paper with continuous forms, send 
us a sample of your form, the approximate yearly quantity and the 
name of your forms-writing equipment. The facts may save you plenty, 


too! There's no obligation. 





peat-(P, 


ok 





STANDARD MANIFOLD COMPANY Dept. A7-53 
Carbon Papers ¢ Inked Ribbons « 333 W. Lake St. © Chicago, Ill. © Offices in 


Principal Cities ° 


In Canada: Budge Carbon Mfg. Co., Ltd., Montreal 3, Quebec. 


*floating carbon paper for continuous forms used on all kinds of forms-writing machines 
... 1B. M. and Underwood Formswriters... Moore Carbon-Saver and Uarco Adapters. 


(Circle 321 for more information) 





The light-weight transparent parti- 
tions, mounted on the front and sides 
of each desk top, are drilled for attach- 
ment to the desks and for joining at 
edges with metal angle brackets. The 
plastic is strong and resilient enough 
Plastic 
mail baskets are mounted in a corner 


to withstand accidental blows. 


inside each enclosure, high enough so 
that messengers may pick up copy 
without interrupting the ad-takers. 

For free literature, Circle number 
344 on the Reader Service Card. 


WA. 
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Visible record and microfilm 
combined for quick reference 


A ready reference file is one of the 
time saving features of the Pennsyl- 
vania Railroad’s new Ticket Sales and 
Service Bureau recently installed at 
Pittsburgh. 

The ticket clerk no longer thumbs 
through a succession of rate books, 
checks pullman costs, nor calculates 
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1T DOES THESE JOBS—AND MORE! 


Accounts Receivable * Accounts 
Payable * Material Records * Wage! 
Accrual Records * Payroll Records 

Cost Records * Factory Ledger 

General Ledger 


A SIMPLE TURN of the job selector knob 
changes jobs in a second—gives choice of any 
four accounting operations controlled by each 
sensing panel. Any number of panels may be 
used, so there's no limit to the number of jobs 
a Sensimatic will do. 








No other accounting machine is so universally useful— 
can do so many accounting jobs with such speed, 
such ease... at such a saving! 


There’s practically no limit to the number of accounting 
problems your Sensimatic can solve! Its most 
remarkable feature—the sensing panel or “mechanical 
brain”—automatically directs it through every 
operation—effortlessly, unerringly. Moreover, the 
Sensimatic’s many other automatic features and highly 
efficient design save costly working time and operator 
effort . .. make it simple to learn, easy to use! 


Why not see for yourself how much more Sensimatic 
accounting machines can do for you? Simply 
call the Burroughs branch office listed in the yellow 
pages of the telephone book. Burroughs Corporation, 
Detroit 32, Michigan. 


WHEREVER THERE'S BUSINESS THERE’S 


(Circle 301 for more information) 














Now there are five | 


500 with 19 totals 
400 with 9 totals 
300 with 11 totals 
200 with 5 totals 
100 with 2 totals 











the tax. ‘There is no chance for erro 
in addition or tax figuring, and the 
whole operation has been reduced to 
a four second, one hand job. 

A small counter file contains coded 
cards on which single microfilm frames 
are mounted. ‘To obtain fare intor- 
mation, the clerk picks the pertinent 





card, and inserts it in a microfilm read- 
er. The required information flashes 
on the screen before him. 

To set the system in operation, fares 
—coach, pullman, and furlough—to 
each of the 6500 way points serviced 
from Pittsburgh and gateway points 
were calculated. The data was typed 
up on sheets and then microfilmed; 


’ 





the microfilm was die cut and inserted 
in cards, which were filed by states. 

This method of placing microfilm on 
any type of standard card makes pos- 
sible coded filing and fast finding of 
information without unwinding and 
winding long reels of film. 

For more information, Circle num- 
ber 343 en the Reader Service Card. 
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SJ PERSONNEL ‘tee Catt 


Personnel processing speeded 
by automatic photo machine 

























Free your office 


An automatic photo machine in your 
personnel department can speed proc- 
essing of new workers, and reduce the 
cost of identification photos to less 
than one cent each. 

The photo taking and developing 
units are combined in a 
neat and compact booth. 
After an employee seats 


from typing fatigue 


Typing fatigue is costly in any office . . . in 
needless errors, in lagging speed, in wasted 
supplies, in drooping spirits. But you can free 
your office from these expensive handicaps by 
Meme =ohimself, the personnel as- installing IBM Electric Eypeweners: 
i, IBM’s remove the cause of typing fatigue 
... they have the lightest touch, the easiest 
keyboard slope .. . even the carriage is re- 
: turned and spaced electrically. 


sistant sets up a board with 


Y 


the employee's number, and 
merely presses a button for 
DEPT 56-432 ee _ ‘ © ad . : 
ee ee ee More and more offices today are stand- 
ardizing on IBM’s because they find more 
work gets done faster, and looks better, Office 
morale is higher, job turnover lower. Wouldn’t 
IBM’s be a fine thing for your office, too? 


focus, timing, and the com- 
plete developing process are 
all automatic. No technical 
knowledge or skill is re- 
quired of the operator, and 
picture failures are virtually 
unknown. Personnel can be 
photographed, and permanent identifi- 
cation issued within three minutes. A 
strip of four photos, which includes 
relevant data, provides copies for a 





card, a badge, and records for both per- 
sonnel and medical purposes. 

Pictures are sharp, have a complete 
range of tones, can be enlarged, and do 
not fade. 

The booth measures 72” x 70” x 29” 
and weighs 580 pounds; it is con- 
structed of heavy plywood and birch, 
with a steel plate floor. The entire 
unit draws a maximum of 11.5 amps. 
Fach of the = internal mechanisms 
(lights, camera, developing outfit) are 
assembled in separate groups, so that 
servicing and reloading is simple and 


quick. 





You can get further information by 
Circling number 346 on the Reader 
Service Card. 





IBM, Dept. MA-2 
590 Madison Avenue, New York 22, N. Y. 


want more 


information : 


about keyed editorial and 
advertising material in this issue? 





[] Please send illustrated folders on IBM 
Electric Typewriters. 


[J I'd like to see the IBM Electric Typewriter. 
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Name 
Circle the key number, or key num- Oh 
bers, on the Reader Service Card —_—T 
and fill in your name, address, etc. Address 
Postage is paid. , 
INTERNATIONAL BUSINESS MACHINES City State 
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ms [ic citics are still quite 
a few years away from being outmoded. 
But there is cause to wonder—and big 
city Building Management to be con- 
cerned—in the consistent trend on the 
part of general business to follow retail 
stores into the suburbs. 

The 


contemplate such a move are fairly ob- 


reasons for a businessman to 


vious. Big city office space today is ex- 
pensive. The volume of clerical work 
is steadily rising, and payroll increases 
are compounded by the need for larger 
office areas. 
like New York, the municipal taxes for 
doing business add substantial fuel to 
the fire. 


At the same time, in cities 


Suburbs Have Their Problems 
Businessmen aren’t exactly rushing 
to the country. 
there, too. First of all, there’s labor 
supply. The Office Manager of one 
big firm that moved to Westchester 
County (N. Y.) recently said, “At the 
beginning, it was fine. 


There are problems 


Then, more 


Front view shows two wings, several levels, of 
mum speed of work flow. 





the 





Why are they moving to the suburbs ? 


IN SPITE OF WORRY ABOUT SUPPLIERS, CUSTOMER CONTACT, AND COSTS—THE TREND GOES ON 


The 
market in clerical employees dried up. 


and more big firms followed us. 


Frankly, we are taking the long view 
as far as labor is concerned. Thousands 
of families have moved into the county 
since the war. As they raise families, 
We 
New 
York City when they can work for us 


there will be plenty of workers. 
can’t see them commuting to 
out here at just as good wages.” 

There are other problems. The vari- 
ous types of suppliers that abound in 
the city are often scarce or simply don’t 
exist in suburban areas. Customers 
aren't as easily reached by salesmen, 
nor can they drop into your offices. 
Housing for employees is often expen- 
sive; and, also to be reckoned with, is 
the problem of local politics and zon- 


i oe 
ing. 


Who Can Safely Make the Move? 


It’s almost impossible to lay down 
a set.of rules that will apply to all types 
of businesses. With dozens of case his- 
tories to choose from, we have selected 


new offices. Though it appears to sprawl, the building is conceived to assure maxi- 


the case of an Advertising Agency to 
demonstrate how and why they made 
their move. Admittedly, an Advertis- 
ing Agency is not typical of business in 
general. But, the more we examined 
their operations, the more their type 
of problems seem to go “‘across the 


board.” 


In 1949, MacManus, John 
Adams, one of the big, old-line Detroit 


and 


agencies bought 19 acres in Bloomfield 
Hills, about 23 miles from the city. At 
that time, the company occupied about 
22,000 square feet of space in the Fish- 
er Building, a fine office building. But 
space limitations were crowding the 
agency's operation. Copywriters were 
“doubling up” in single offices. Secre- 
taries were shifted out of offices to cor- 
ridors to make room for the rapidly 
growing staff. “Che paper work person- 
nel were squeezed closer and closer—to 
the point of endangering efficiency. Ad- 
the 
pany’s need, was not available in the 
When the Bloomfield Hills 


ditional space, sufficient to com- 


building. 


site was suggested by Mr. Adams, a 
quick study showed that virtually all of 
the company’s principals would find 
the location convenient. 
Some would save as much as 80 min- 
The 
the 


agency’s personnel lived at least six 


new more 
utes a day in travel time alone. 
check also showed that 65%, of 


miles from the center of Detroit in the 
direction of the contemplated area. 


The Finished Product 

The agency retained its own archi- 
tect and financed its own structure. (In 
other parts of the country, companies 
old 


There also appears to be a 


have refurbished and renovated 
mansions. 
willingness on the part of real estate 
investment companies to build new 
structures for substantial firms for long 


broken in 


term lease.) Ground was 
September, 1951. “Phe building was 
occupied slightly more than a_ year 


later. 
The building and planning is a pro- 
totype of good thinking on the part of 


The cost and billing departments share a light and airy room. 


Note the use of filing cabinets as area dividers, in the rear. 


; ae Poe 


methods 











Private office of John R. Adams, President, is 
plywood-paneled, carpeted, acoustically plastered. 
Decor is typical of all executive offices in firm. 


the architects, Swanson — Associates. 
Built in an open VY, it has 33,000 
square feet of oor space, with recep- 
tion lobbies at the juncture of the V. 

The east-to-west section has three 
Hoors. At the ground level are the 
production and motion picture depart 
ments. The second floor accommo 
dates the personnel working on auto- 
motive accounts. The top floor han 
dles the rest of the creative activities 
on other accounts. 

All non-creative activities—media, 
research, billing and accounting de 
partments—are placed in the south 
wing. The floor at the bottom of this 
wing houses the cost, addressing and 
mailing departments, plus the coffee 
bar. ‘The latter, incidentally, will ac 
commodate 40 people at one sitting 
and is open for “coffee breaks” at spe 


Private offices of account executives at left, of 
copywriters at right. Movable partitions, just 
above eye level, retain “open" feeling, admit 
natural light. Ceiling is acoustically tiled. 
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If it saves whoever uses it 8 minutes a day, it pays for itself. 


So you literally can't afford not to have one on every desk! 


* Ask your Monroe salesman -? 


or dealer to prove it today. 
M O N RO E CALCULATING, ADDING & ACCOUNTING MACHINES 


MONROE CALCULATING MACHINE COMPANY, General Offices, Orange, N. J. : 
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G-E announces 


a really NEW 


Water Cooler! 


YOU'VE NEVER SEEN a water cooler like this be- 
fore—styled to fit the smartest showroom, yet 
rugged enough to take hard use in a plant. It’s 
the all-new Diamond Anniversary G-E Water 
Cooler, sparkling with far-ahead features. 


NEW COMPACTNESS, requires 30% less floor 


space. Tucks away almost anywhere. 


NEW SERVICING EASE, all adjustments made 


through snap-off front. 


NEW COOLING DEPENDABILITY because it fea- 
tures the famous G-E compressor—as used in 
G-E household refrigerators (over 3,500,000 in 


service 10 years or longer). 


NO SQUIRT, NO SPLASH, NO SPILL, thanks to G-E 
automatic air-pressure vent, deep-dish basin, and 
non-squirt bubbler. Big G-E pre-cooler and giant 
reservoir assure plenty of cooled water always. 
GET THE FULL STORY on new G-E Pressure and 


Bottle Coolers. Send in the coupon...then take 
advantage of the G-E 5-Year Protection Plan! 
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COMPACT! TAKES 30% LESS CLEAN AND SANITARY. 
FLOOR SPACE without sacri- Electropolished anti-splash top 
ficing capacity or performance. and handsome gray hammered 


It's efficient and handsome! finish resist soiling. 


EASY TO USE. Unit is activated by giant-width foot pedal, 


directly finked to valve. No groping, even in the dark. 
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General Electric Company, Air Conditioning Division, 
Section MM-16, Bloomfield, New Jersey 

Rush full particulars on the Diamond Anniversary 
G-E Water Cooler. 
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The coffee bar-lunchroom, though it serves no 
food, is open twice a day for coffee periods. 
Employees may use it for lunch as well. 


cific periods during the morning and 
afternoon, and during the luncheon 


period. No food is served. 


Work Flow Controlled 

By adjacently grouping personnel 
and departments that work together, 
trafhc is minimized and communica- 
tions are speeded. The conference room 
on the second floor of the “creative” 
wing can be divided by a movable par- 
tition. It is equipped with television, 
radio, recording and film production 


equipment. 


No Trouble with Suppliers 

A central “clearing house” is main- 
tained in Detroit for the convenience 
of suppliers and clients. Messengers 
from printers, lithographers and en- 
gravers, as well as from clients, need 
not waste time and money traveling to 
the suburbs for pick-ups and deliveries. 
Suppliers make their stops at the clear- 
ing house, and the agency trans-ships to 
Bloomfield Hills at regular intervals. 
Material sent out by the agency goes 
to the clearing house for pick-up or de- 
livery. A service office is also main- 
tained in the Fisher Building, Detroit, 
as an accommodation to clients and 
personnel while they are in the city. 

Although management seems to be 
well pleased with the new quarters, 
they feel they have had insufficient ex- 
perience, as yet, to estimate the cost 
differential, either plus or minus, be- 
tween their former city offices and their 
present suburban building. m/m 
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Increasing office efficiency 
with room air conditioning 

Air conditioning is today finding in 
creasing acceptance in offices of every 
type. Generally, the 
from a spreading realization that office 


reasons stem 


workers, both clerical and executive, 
are more productive and efficient in 
properly air conditioned offices. While 
this is particularly true in summer 
heat, it is also true during the rest of 
the year. 

The trend in office installations is 
toward the unit or room air condition- 
ers, particularly in offices in existing 
buildings. Room air conditioners are 
of two types, the console model and 
the smaller window model. Among 
the advantages of the console models 
are higher efficiency. 
adaptability to remote installation in 
closets or anterooms, and _ protected 
machinery. 
less powerful, does not take up floo 


capacity and 


The window unit, while 


space, and is specially adaptable to 
small rooms. 





Console units may be either air or 
water cooled; 


when air cooled, no 
plumbing is required. 

A good example of unit air condi 
tioning is found in the three room of- 
ficesshowroom suite of the Resistol 
Hat Company, 350 Fifth Avenue, New 
York. 
Chief Purchasing Agent, reasons for in- 
Stalling air conditioning were: office 
cleanliness, employee 
customer comfort. 


According to Max S. Schwarz, 


efficiency and 
The dirt problem 
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This will take you off the @zical list! 


You're a businessman. You have a 
critical mind. Perhaps you have read 
McBee ads and said, “Very interesting. 
But Keysort couldn’t handle an opera- 
tion our size.” 

The case of Rhode Island’s Blue 
Cross plan should cure you of that mis- 
conception. 

In 1939, when the state’s Blue Cross 
installed Keysort, Rhode Island had less 
than 10,000 subscribers. Today there 
are over 600,000 subscribers, and Key- 
sort has the situation well in hand. 

What’s more, Rhode Island Blue 
Cross has only one office employee for 


every 12,820 subscribers. With a total 
operating expense of 55¢ per subscriber 
per year, Rhode Island’s non-profit 
Blue Cross plan is the most efficient 
in the country. 

Because its operating cost ratio per 
subscriber is lower than any other Blue 
Cross, the Rhode Island plan can pro- 
vide, percentagewise, more dollars per 
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(Circle 312 for more information) 





patient in benefits. Perhaps that’s why 
more people (76%) belong to Blue 
Cross in the state of Rhode Island than 
in any other state. 

The Keysort cards Blue Cross uses 
are pre-coded cards with holes punched 
along all four edges. Certain holes are 
notched. The notched cards separate 
from the un-notched cards for any sort- 
ing purpose. Keysort requires no special 
office personnel, no costly machine 
installations. 

The McBee representative near you 
can tell you frankly how McBee can help 
you. Ask him to drop in. Or write us. 


THE McBEE 
COMPANY 


Sole Manufacturer of Keysort— 
The Marginally Punched Card 
295 Madison Ave., New York i7. 


McBee 


Se 


Ml 










Offices in principal cities. 
The McBee Company, Limited, 


11 Bermondsey Road, Toronto 13 
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The New Century desk is truly a tool of mod- 
ern business. One whose engineering design, 
interchangeable drawer arrangements and 
space-saving lines are your assurance of years 
of matchless service. 

Art Metal engineers, originators of metal 
office equipment and the first island base desk, 
discarded past design concepts, old traditions. 
They concentrated on a desk embodying 








; 
; 
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Rear View of Style No. 1860FB-36 























Style No. 1845TFL Style No. 1855TL 


“,.- Built for Action... Styled for Leadership . . .” 


The NE i ENTURY. Line 


There are 53 models of desks 
and tables in the New Century 
Style No. 1860FB-30 Line available for your selection. 





(Circle, 331 for more information) 


beautiful styling, efficiency and comfort. y 
Today, there’s a modern New Century desk g 

to fill every office need — from the Executive 

or Conference models to the General Office 
type. For full information visit your nearest 
Art Metal sales room today or write for the 
free descriptive brochure, “Art Metal New 
Century Desks.” Art Metal Construction 
Company, Jamestown, N. Y. 



















Style No. 1860FB-36 





65 YEARS 
of ORIGINATION 
and LEADERSHIP 
: in METAL 
Style No. 1855FBR = OF FICE EQUIPMENT 








was particularly acute, Causing soot 
damage to merchandise and excessive 
office cleaning costs. 

The firm considered both room air 
conditioning and a centralized system, 
and finally decided in favor of two 114 
h.p. console air conditioners, deliver 
ing the three tons of air cooling ca- 
pacity required for the space. No 
plumbing or duct-work was required, 
office business was not disrupted nor 
was the layout changed. Installation 
required only running in a_ special 
three-phase circuit and a window 
hook-up. As the units are not per- 
manently installed, they can be moved 
should the office move. 

During the two years the units have 
been in operation, costs have been 
about $6 per month per unit for elec- 
tricity and about $20 per year for 


maintenance. Both units are operated 








during the summer months, and_ be- 
cause of the dirt problem in New York, 
the firm operates one unit the year 
round. The occupant has _ personal 
control of his units, can adjust tempet 
ature and control humidity at will, 
and can have complete air condition- 
ing during evenings or weekends when 
centralized systems are normally closed 
down. 

Employee efficiency and morale have 
improved and not one employee has 
been absent due to colds or influenza. 
Office temperature during the hottest 
days of last summer never exceeded 
68°-70°. Amortization of the entire cost 
of the units and_ installation was 
achieved in two years. 

Since installing the units, the firm 
has found that humidity control is an 
important factor. Formerly, in sum- 
mer, the felt hats tended to absorb 
moisture. With unit air conditioning, 
the felt stays completely dry and the 
hats are shown to best advantage. m/m 
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No USE 
LOOKING, 


OSCAR 11. YOU 
W can'T SEE MY 
. /. PAYCHECK 

Z, THROUGH THIS 





PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of Ad- 


dressing, also chances for Errors. 


Paycheck ‘Outlook’? Envelopes are abso- 
lutely opaque. Essential 
when wages are paid by 
check. Nothing shows but 
the employee’s name. This 
improves personnel rela- 


tions. 


Send for Samples 


and Prices Today 


(Ulbcie O19 108 Mivie tsOriiacivisy 





RITE-LINE COPYHOLDER 


Promotes Accuracy - Increases Production 


$1775 


PLUS TAX 





PRICE INCLUDING 
NEW TELESCOPIC 
EYEGUIDE 


TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a machine 
tape to 20 inches. 











sraieienaieniaticsailagiantiitinsnittin 
p—— 20" - 
or ae 


EYEGUIDE EXTENDED 


FREE TRIAL OFFER Write, asking us to send you a 
RITE-LINE Copyholder with the understanding you may 
return it without charge within ten days. 


RITE-LINE CORP, 1025—!5t Street, N. W. 


Washington 5, D. C, 
(Circle 332 for more information) 
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Electric-powered collater 
handles 29,000 sheets per hour 

A completely new electric-powered of- 
fice machine for collating, assembling, or 
gathering duplicated pages into sets has 
just been announced. It is capable of 


collating sets of from 2 to 8 pages at speeds 





as high as 29,000 sheets per hour. Occupy- 
ing less space than a small desk, it assembles 
reports, surveys, bulletins, lists, and other 
papers. 

For more information and prices, Circle 


number 350 on the Reader Service Card. 


a eed 


Tiny-parts cabinet saves 
space, simplifies storage 

Almost every office has the problem of 
storing tiny parts or items of equipment. 
A new storage cabinet announced recently 
offers an excellent solution. 





Each cabinet consists of two 114 inch 
high drawers in a one-piece welded frame. 
Over-all size is 814° x 11” x 14”. Each 


No neuroses! 


Does your mail scale fuss and fidget, make you 





wait until its quivering indicator halts?... 
This Pitney-Bowes Mailing Scale has sound 
nerves and solid character. Its automatic 














pendulum mechanism acts fast. The 

hairline indicator doesn’t waver. Markings 
are wide-spaced, easy to read. Saves mailing 
time—and postage! Never overweighs, 
wasting postage. Never underweighs, causing 
‘Postage Due” embarrassment . . . Special 
models for parcel post. Ask the nearest 
Pitney-Bowes office to show you. Or send for free 
illustrated booklet! 


FREE: Handy wall chart of Postal Rates 
with parcel post map and zone finder. 


PITNEY-BOWES 
Mailing Scales 


PITNEY-BOWES, INC. 
4584 Pacific St., Stamford, Conn. 


Originators of the postage meter 
..- Offices in 93 cities 
(Circle 317 for more information) 
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This is an executive — 
fussing with 
details a clerk 


should be handling! 


How many extra hours do your 
department heads spend searching 
for the many tiny details that 
make up the all important picture 
of a departments overall operation. 











The answer to this problem — as 
thousands of others have found — is 


PRODUC-TROL 


Produc-Trol is a visual control system that gives you 
facts, automatically compared and analyzed, at a single 
glance. Whether it's Order Control, Inventory, Parts 
Available for Assembly, Sales Statistics, or 
one of the other many and varied applica- 
tions, Produc-Trol eliminates the time-waste 
and inaccuracies that hamper executive de- 
cisions. Send the coupon today — let us 
show you how Produc-Trol can save time 
and money — and increase efficiency in your 
entire operation. 


PRODUC-TROL IS BEING USED EX- 








I'm interested in Produc-Tro for | TENSIVELY FOR CONTROL OF: 
‘a BEL Pen Peabo Mah AE Site a ones | © Purchase Orders © Traffic 
Name -“ . penetra l @ Parts Available ® Sales 
Title ES seep ietapacemmaiiieaa for Assembly 
Company é | © Parts in Process ® Personnel 
® Manufacturing ® Dispatching 
Address ; see Orders 
CA ve ZOMG vrei State . ®@ Maintenance ® Machine Loading 
‘Effective Tools for Effective Management” 
(Circle 326 for more information) 
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HAVE YOU HEARD ABOUT . .. HAVE YOU SEEN drawer is furnished with eight dividers, naling pulses and regular AC light) and 
24 


CONVOY “Chem Board’’* giving the cabinet a total of adjustable S d U power wiring to sound signals through- 
compartments. By adding extra dividers, pee Pp fe the building in accordance with the 


out 

















NSIVE ‘7 , Re +" . ; ; 
RIGID, PERMANENT, INEXPENSIV it is possible to have a total of 56 com- specific code selected. Following the in 
record storage partments per unit, and each unit fits PAPER ASSEMBLIES dividual’s paging code, special signals may 
conveniently on the next for easy stack bh 


FILES ing. 


For more information as to source of sup 
Chem Board storage : f 


Files are permanent. 
They cost and weigh Service Card. 
about 50% less than 
steel; cost less than 
some corrugated paper C= 
files. They're shipped eS 
assembled, ready for 
use. 


ply, Circle number 348 on the Reader 


Plug-in paging unit carries 

*CHEM-BOARD is the voice, light and code signals 
product of Convoy's 
chemical impregnating 
process that makes supervisors and maintenance engineers, 
corrugated board 
flint hard, rock strong. 





Paging of “transient” personnel, such as with Evans s 


can now be readily accomplished through GATHERING RACKS 


a unique Portable Paging Unit. An in- © Sorting or collating of papers is done * i‘ 
1 Bins in half time and at half cost. ing, such as “telephone call” or “customer 


@ 3,500 sheets an hour easily gathered by 


be sounded to indicate the reason for pag 


tegral part of the electronic paging sys pitas 
Wwatting. 


CONVOY tem, these portable units can be plugged one worker, sitting or standing, without 
‘ AC ot fatigue. This system can be programmed to 
into AG power outlets at locations with- : ‘ 

also makes a © GUARANTEED to produce quicker and sound work and rest period signals as well 


more accurate results than any other col- 
lating aid on the market. as emergency alarms, automatically. 


All aluminum, racks collapse for setting 
aside. Each section holds 500 sheets at 


complete line in a building to receive coded paging sig- 


of Tote Boxes, 


and by tain nals without direct wiring. Both audible ‘ 


ned ; For a free folder describing the electronic 
and visible signals are received for eflec- 











ous names in inclined angle. Use racks singly or two paging system, Circle number 347 on the 
all types of tive paging. or more together for large assemblies. Sl cea bats ; 
industry. paren ale : ee Reader Service Card. 
Fr With this system, personnel customarily SHOWN: eee dele $15.00 te 316.50 
wri aped are atsione i ak ; 
TE FOR COMPLETE INFORMATION paged ire assigned code numbers which Sie Veer Redies ao Welle 
CONVOY INC indicate the cadence in which the individ- Z2— 
“ 9 Je ual signal will operate. <A code-selecting i ~— o — ~ . 
: : 4 . Munfor ., Richmon , Va. 
P.O. Station B, Box 216-M plug, inserted in the system’s central code a ee 
Canton 6, Ohio ortable mi £ 








(Circle 303 for more information) selector, super-imposes high-frequency SIg- (Circle, 304 for more information) for use when space is limited 





; Designed to speed up material handling 

t / in mailing rooms and oflices where space 
on é LABELON al is limited, this new all-purpose rack occu 
Si ‘ a . pies only five square feet of Hoor space. 


RESISTS DIRT 
GREASE 
WATER 
ACIDS 


STICKS WITHOUT MOISTENING 


You asked for them, and here they are—handy tablets 
“STENCIL” of self-sticking, plastic Labelon Tape in flat form on 
backing sheets for easy typewriter use. Just set type- 








INSERT writer at "Stencil," insert sheet of Labelon, and type 
D TY your copy. Then strip off labels and apply. 
= e ” Choice of 6 widths (%6”, 2”, 54”, %”, 1”, 1%”) in 
STRIP 4 border colors (black, blue, red, green). For maximum 





legibility, all tablet form Labelon writes black regard- 
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' 
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1 

1 

AND APPLY tess of border color. FOR OFFICE, ' 

‘ 

INVENTORY, ROUTING, 

. . : 

LABELON TAPE sticks without Use Labelon to label stockroom MAINTENANCE, ETC. 

moistening to any smooth, dry shelves, bins, tools, hard-to-mark : 

surface . . . yet strips off clean- parts; for indicating rejects and 

ly. Type on it, or write with dry, service department repairs; for Ihe new model stands only 36 inches 

blunt point such as pencil or marking laboratory equipment, , : ; Si ne : 

stylus. Message is easy-to-read, supplies, experiments; for panel high and is designed for use where a taller : 

highly visible. It CAN'T SMUDGE __ boards or wiring; for office files, portable rack is not practical. The rack : 

. resists dirt, grease, water, folders, etc. Sie all ; o 1 k . x | 

acids—because surtace is  pro- See your dealer or write for Carries tem all-purpose HOOK-on Ways meas | 
tected by transparent plastic. samples and prices. uring 5” x 97x: 32". 


For more information and free litera- 
ture, Circle number 342 on the Reader 








LABELON TAPE CO., INC., 450 Atlantic Ave., Rochester 9, N.Y. 


Service Card. 


Write to Dept. MM 


(Circle 309 for more information) 
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OF EXTRA COST 


F REE to Management METHODS readers 





A NEW MAGAZINE 
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This October, the publishers of Management METHODs will bring 
out a new annual publication called THE INTEGRATED OFFICE. The edi- 
torial material will show you how better office planning will reduce 
your operating costs. 

This new publication is more than a magazine—it’s designed as a 
permanent guide for management. Like Management METHODS, it will 
be completely practical, abounding in case histories specifically aimed 
at your current office layout and planning problems. 


How to get your copy 


IF Management METHODS IS NOW ADDRESSED TO YOU, then you 
will receive THE INTEGRATED OFFICE free. 

IF Management METHODS IS ROUTED TO YOU, and your name is 
not on the address label, you can obtain a personal copy of THE 
INTEGRATED OFFICE at a reduced rate by ordering now. This guide for 
management will be sold, after publication, for $2.00. ‘The pre-publi- 
cation price is $1.25. You can order now and be billed later by using 
the postage-paid card at the left, below. 

IF YOU WANT EXTRA COPIES, they can also be ordered at the pre- 
publication price of $1.25 in any quantity. Because of the permanent 
reference nature of this new publication, you may well want several 
copies in your main office as well as other copies at all outlying 
branches. The same card below can be used to order additional copies. 





‘W USETHIS CARD TOGET THE INTEGRATED OFFICE 







Management METHODS for one year at $5.00 (includes 
THE INTEGRATED OFFICE at no extra cost) 


SUBSCRIPTION 


copies of THE INTEGRATED OFFICE at 












pre-publication price of $1.25 each (regularly $2.00) 


ORDER FORM 


Bill me Bill my company 


Payment enclosed 
















Company 


Address 






one year 


$600 








Zone State 





No. Employees in Firm 












Make checks payable to Management Magazines, Inc. 
































How this book can save you money 





If you own your own home, chances are you read one or more of 
the homemaker magazines. THE INTEGRATED OFFICE can be compared, 
in many respects, to these publications. It does for the business man- 
ager what the practical sections of these magazines do for the home 
owner, 

It covers subjects such as office layout, space and traffic control, air 
conditioning, light and color control, and office furnishings. It will 
also deal with such details as how much space to allot to top company 
officers, how large other private offices should be, how to expedite work 
flow between departments, 

One of the most valuable sections will deal with “special or un- 
usual” problems. In other words, the editors do not assume that your 
present office space is “ideal.” The harsh realities of cost, cramped 
quarters, old buildings, are recognized and approached directly. 

A detailed cross index will be provided. In all respects THE 
INTEGRATED OFFICE will not only be valuable and interesting reading, 
but a permanent reference volume. 


TO GET THE INTEGRATED OFFICE FREE, if you are not presently 
a subscriber, simply enter your subscription now, using the card below. 
You will get Management METHODS for twelve months and also receive 
your copy of THE INTEGRATED OFFICE as a bonus. 


wy USE THIS CARD FOR MORE INFORMATION 
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ADVERTISING INDEX 


NOW ...sMALL BUSINESS 
CAN AFFORD, BIG BUSINESS 
CAN PROFIT BY MECHANIZED 
BOOKKEEPING AT LOWER COST. 


NEW! a SPECIAL DESIGN 
TO MEET THE WIDEST 
NEEDS OF BUSINESS AT 

THE LOWEST POSSIBLE COST. 





Remington Rand announces a new 
LOW-COST bookkeeping machine... 





SEE HOW IT SOON 





Today’s best buy for clerical savings 


Complete figurework. You can now get five 
totals or more for posting, distribution 
and controi—up to 140 digits of totals at 
your command for a new low cost. 


Complete description. The typewriter key- 
board permits describing each entry on 
each record as your procedures require. 


Complete records. One writing of each 
charge or credit posts all records simul- 
taneously, with up-to-date balance for 
each account, and complete daily proof 
that all entries balance to the penny. 


Touch-method speed saves you valuable 
clerical time each day, keeps work up-to- 
date, takes the “rush” out of month-ends. 


Single-keyboard simplicity. Your present 
employees can quickly learn to use it. 
No costly training or premium salary. 


For any kind of work: receivables, payables, 
payroll, analysis or distribution, general 
ledgers, inventory, costing, many others. 


All the basic money-saving advantages of 
a top-price descriptive machine can now 
be yours for only a fraction of the usual 
investment. Easy to get started saving. 


American Photocopy Equipment Co. 14 
Agency: Irving J. Rosenbloom Advertising Agency 

Art Metal Construction Co. 24 
Agency: Morey, Humm & Johnstone, Inc. 

Art Steel Sales Corp. 16 
Agency: Richard & Gunther, Inc. 

Bausch & Lomb Optical Co. 15 
Agency: Ed Wolff & Associates 

Burroughs Adding Machine Co. 18 
Agency: Campbell-Ewald Co. 

Columbia Ribbon & Carbon Mfg. Co., inc. 7 
Agency: E. M. Freystadt Associates, Inc 

Convoy, Inc. 26 
Agency: Rex Farrall, Inc 

Evars Specialty Co., Inc. 26 
Agency: Virginia S. Morton 

General Electric Co. : 22 
Agency: Kenyon & Eckhardt, Inc. 

The General Fireproofing Co. 2 
Agency: The Griswold-Eshleman Co 

The Globe-Wernicke Co. 16 
Agency: Kammann-Mahan, Inc 

Hughes Aircraft Co. 13 
Agency: Foote, Cone & Belding 

Imperial Desk Co. 10 
Agency: Keller-Crescent Co. 

International Business Machines Corp. 19 
Agency: Cecil & Presbrey, Inc. 

Labelon Tape Co., Inc. 25 
Agency: Hanford & Greenfield, Inc. 

LeFebure Corp. 8 
Agency: Chester A. Ettinger 

Mersh Stencil Machine Co. 17 
Agency: Krupnick & Associates, Inc. 

The McBee Co. , 23 
Agency: C. J. LaRoche & Co., Inc. 

Monroe Calculating Machine Co. 2! 
Agency: L. H. Hartman Co., Inc. 

The National Research Bureau, Inc. 5 
Agency: Fredric R. Kleiman Advertising 

Outlook Envelope Co. 25 
Agency: Arthur C. Barnett 

Oxford Filing Supply Co., Inc. 16 
Agency: Joseph Reiss Associates 

Pitney-Bowes, Inc. ; 25 
Agency: L. E. McGivena & Co., Inc 

Recording & Statistical Corp. 8 
Remington Rand Inc. ; 27 
Agency: Leeford Advertising Agency, Inc 

Rite-Line Corp. 25 
Agency: E. M. Freystadt Associates, Inc. 

Scriptomatic, Inc. Ue fas 5 
Agency: The Roland G.E. Ullman Organization, Inc 
Standard Manifold Co. 17 
Agency: Collins & Hart 

Tho Standard Register Co. 3 
Agency: Geyer Advertising, Inc 

The Staplex Co. 17 
Agency: Lee Keeler, Inc 

The Sturg’s Posture Chair Co. BC 
Agency: Blaco Advertising Agency 

The Todd Co., Inc. 6 
Agency: The Merrill Anderson Co., Inc 

Wassell Organization, Inc. 25 
Agency: James R. Flanagan Advertising Agency 
Watson Mfg. Co., Inc.—Rol-Dex Div. 12 


Agency: Griffith & Rowland 


july, 1953 





PAYS FOR ITSELF... 
Call for a demonstration at your local 
Business Equipment Center, or write 
for folder AB-664 from Management 
Controls Reference Library. Room 
315 Fourth Ave., New York 10. 
Cirele 319 fe 
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eS «Another great STURGIS achievement: 
1} i Steel office chairs that are 


“7 BE — self-leveling ------ 
~ On uneven floors 


thanks to this amazing 


A DLE 


-No matter how uneven the floor, the remarkable 
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. flexing characteristics of this fiber glass base 
‘are such that your weight keeps all four casters 
jfirmly on the floor. This is one of several amazing 
features of this new base. Its durability is almost 
————aunbelievable. No amount of office abuse will 


} 
sdent, deform or disfigure it. All the maintenance 


jit will ever need is a wipe with a cloth. 


Your Sturgis dealer is now showing both 
executive and stenographic chairs with fiber 
glass bases. What’s more, these chairs may be 
selected with the visible steel parts finished in 
STURLON*, the extraordinary new finish which 
has 10 to 20 times the abrasion resistance of 
other finishes, is warm to the touch and is 


non-corrosive. You can’t beat that combination! 


No refinishing—ever! 


Let the janitor drop a chair or 
bang one against another— 
nothing will disfigure or dent 
or deform this fiber glass base 
and a wipe with a cloth will 
always make it look like new. 


Cures ‘‘foot-trouble”’ 


Office workers are prone to in- 
flict scars and scuffs on chair 
bases. But a fiber glass base is 
a sure cure for this sort of 
“foot trouble’. 





Noiseless! 


The sound deadening charac- 
teristic of fiber glass insures 
virtually noiseless movement 
of the chair, even on rough 
and uneven floors. 


Smart, beautiful patterns 


The glass fiber formations 
produce a pattern of distinc- 
tive beauty—introducing a 
brand new decorative note 
into office chairs 


THE STURGIS POSTURE CHAIR COMPANY + STURGIS, MICHIGAN 


For complete information and the name of your nearest dealer, 


(Circle 323 for 


Write to The Sturgis Posture Chair Company, General Sales 


more. information) 


Office, 154 East Erie Street, Chicago 11, Illinois 





POSTMASTER: if undeliverable for any reason 
please notify us at above address on Form 
3547 postage for which is guoranteed. 





